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About This Manual 

Purpose 

This manual has been written to help you understand the User Creation in Portal. The process is 
detailed step by step 

Intended Audience 

This manual is intended for the Indian who want to register, transfer, sell or execute legal 
document transaction within the precinct of Tamil Nadu. And for the staff of The Registration 
Department, Tamil Nadu 

Prerequisites for Use 

Basic working knowledge of computer usage is sufficient to use the application 

Organization of the Manual 

This Manual is organized according to the flow of the user registration application. It gives the 
user a step by step guide to creating User Registration to log in to the "Citizen Portal" 

Typographical Conventions 

The following are the typographical conventions used in this manual 



Convention 

Indicates 

Example 

Bold 

Tabs and Sub-Tabs 

Party Details Tab 

Executant 

Italics 

References to other options detailed in 
separate sections 

Refer section on 'Linking to Previous 
Document' under 'More Options' for 
further details 
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1. Introduction 

This User Manual deals with the User Registration procedure in portal with step by step 
instructions to create a user Registration identification. The TNIGR portal would allow the 
citizen to directly log in to the online application and create document in English or Tamil. The 
User Registration Process Work Flow Diagram explains how the User Registration is created by 
a Citizen or by a Document Writer. 


Open Portal 
Home Page 


USER REGISTRATION PROCESS 
WORK FLOW DIAGRAM 
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2. Getting Started 

This chapter explains various terms, buttons and icons used in the application to help the user 
navigate through screens starting with the Registration process. 



2.1 Home Page 

The Home page screen is shown below. This is the first page where the user needs to proceed 
to create the User Registration with a new user-name and password. Only after creating a 
Registration ID can the user proceed to create a document online. 



Figure 1 Home Page 


1. Hold the cursor over the registration tab on the right side top of the screen. 

2. Select user registration option to proceed further for registering an user. 


Home 

Registration 

E-Serv 

tees More 

- 

User Registration 



Figure 2 User Registration 
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3. Creating an User Registration 

This section explains how the user creates the account in portal. 

The User Registration which is created by the citizen is used not only for creating deeds but also 
for registering marriages, chits, society and firms in Document Creation or Abstract for Draft 
Deed. 


User Type * 



Accepted 

Please 

Enter Password 

Confirm Password* 


Password and Confirm Password does not match 


Password Hint: 


✓ 

✓ 


Password Should be Minimum 10 characters 
Password should have at least 1 lower case(a-z) 

Password should have at least 1 number(0-9) 

Password should have at least 1 special character out of these 
acceptable characters ($&()*,@Q A _0^)ora space 
Password Should be Maxmimum 20 characters 
A password may contain a space but this cannot be at the start or 
the end. 

Please do not use any other special characters not included on 
this list, (for example,! ” % or +) and also please make sure you 
don't accidentally leave a space at the beginning, or end of the 
password. 


Security Question* 

- Select - 


Answer* 


Answer 


Figure 3 Creating New Account 


3.1 Selecting User Type 

1) User needs to select the following details, 

i. Select the option Citizen/Document Writer from the User Type drop down box 


Login Details 

User Type * 


1 

Citizen T 

- Select - 
Document Writer 

1 - u> 


Citizen 
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Figure 4 User type drop down 

3.2 Entering the New User Name 

Type the user name of your choice in the User Name text box 

User name can be a combination of Alpha Numeric and Symbols like "Raj@789" or like 
"Citizen6"as shown on screen 

User Type * 

Citizen T 

User Name* 

Citizen€ 

■ 

Figure 5 User Name example 

3.2 Password Creation 


User Name* 


Citizen6 


Password* 


Figure 6 Type user password 


1) User needs to enter the password with respective password rules as displayed on the right side 
of the screen in highlighted box. 


Password Hint: 


V* 

V 


Password Should be Minimum 10 characters 
Password should have at feast 1 tower case(a-z} 

Password should have at feast 1 number(0-9J 
Password should have at feast 1 special character out of these 
acceptable characters A _0'£J ora space 

Password Should be Maxmimum 20 characters 
A password may contain a space but this cannot be at the start or 
the end. 

Please do not use any other special characters not included on 
this list, (for example.!" % or +}and also please make sure you 
don't accidentally leave a space at the beginning, or end of the 
password. 
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Figure 7 User Password Hint 

2) If the entered password is accepted then it will be highlighted in green color, else it is 

not accepted 

3) Re-enter the password in the text box "confirm password" 


Password* 


Accepted 


Confirm Password* 

. 


Figure 8 Confirm Password 


3.3 Security Question: 


Confirm Password* 


this list, (for example,! " % or +) and also please make sure you 
don't accidentally leave a space at the beginning, or end of the 
password. 



Security Question* 

Answer* 

- Select - ▼ 



Answer 


I 


Figure 9 Security question 


1) Chose a question from the drop down list 


Security Question* 


- Select - 

- Select - 


What is your nickname? 


Personal Details 


Answer* 


Answer 



Figure 10 Drop down security question 
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2 ) 


Provide the answer to the selected question in the right side text box marked "Answer" 


Security Question* 


What is your nickname? 


Answer* 


citi 


Figure 11 Answer for security question 


3.4 Personal details 


1. User needs to enter the personal details in the respective fields. 

Personal Details 


Salutation * 

Email Address * 



- Select - ▼ 



Email Address 

First Name * 

Confirm Email Address * 



First Name 



Confirm Email Address 

Middle Name 

Date Of Birth * 



Middle Name 



Day * 

Month ▼ 

Year * 


Last Name 

Mobile* 




Last Name 



Mobile 

Gender* 

Phone No 



- Select - T 



Phone No 

Identification Type* 



Identification No* 

- Select - T 



Identification No 


Figure 12 Personal Details 

2. The mandatory details to be filled by the user are marked with a red star "*" 
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In the Salutation Drop Down Box, chose the appropriate option. Where ever the 
Drop Down Box indicates a Drop Down Arrow, the user needs the select the 
appropriate word from the list 



Figure 13 Salutation drop down 


Type the First Name, Middle Name and Last Name in the respective fields 


First Name * 



Figure 14 Name Details 

Select Gender from the drop down box 

Gender * 

Male T 

Figure 15 Gender 

Select the identification document for verifying your personal detail 


Page 7 













REGISTRATION DEPARTMENT 


User Manual for TN-IGR 


Identification Type* 


- Select - 

T 

- Select - 



Uidai-Aadhaar 

Voter's Id Issued By Election Commission 
Ration Card 

Driv i n g Licence Wit h P h ot o 
Post Office Pass Book with Photo 
Pan Card 
Passport 

Identity Card Issued By Government For The Employee 

Patta Passbook 

Student's Identity Card 

Pensioner's Identity Card 

Physically Challenged Certificate 

Co-Operative Society Membership Card With Photo 

Freedom Fighter's Identity Card 

Gun Licence 

RC Book 

Form GO 

Form 61 

Bank A/c Pass Book with Photo 

Figure 16 ID Document Drop down 

Enter Email address and Confirm the email address by retyping the same 

Email Address * 


C it izenregi strat i on @g m ai I. c om 


Confirm Email Address * 


Citizenregistration@ gmail. c om 


Figure 17 Email details 


Select the appropriate date of birth from the drop down box 


Date Of Birth * 


1 


January 


*[990 T 


Figure 18 DOB 
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9. Provide the Mobile and fixed line phone numbers 


Mobile’ 



Figure 19 Phone numbers 


10. Type the Identification No as given in the Identification document selected by you 

Identification No* 


123456 


Figure 20 ID Number 



3.5 Address 

1. Provide the address as given in the identification document selected by you. 


Address 

State* 

- Select - 

District* 

- Select - 

PIN Code* 

PIN Code 


Door/Flat No.* 


Door/Flat No. 


Street* 


Street 


Village/Town* 


Village/Town 


Figure 21 Address Capture Screen 
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Select the State from the drop down box 

State* 


- Select - 

T 

Lakshadweep 


Madhya Pradesh 


Maharashtra 


Manipur 


Meghalaya 


Mizoram 


Nagaland 


Odisha 


Puducherry 


Punjab 


Rajasthan 


Sikkim 


Tel an g an a 


Tripura 


Tamil Nadu 


Uttar Pradesh 
Uttarakhand 
West Bengal 


Figure 22 Select State 


Select the district from the drop down box 

District’ 


- Select - 

T 

- Select - 

H 

Tiruvallur 


Chennai 


Kane heepu ram 


Vellore 


Dharmapuri 


Tiruvannamalai 


Villuppuram 


Salem 


Namakkal 


Erode 


Nilgiris 


Coimbatore 


Dindigul 


Karur 


Thiruchirappalli 


Perambalur 


Ariyalur 


Cuddalore 


Nagapattinam 

T 


Figure 23 Select District 
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4. Enter the Pin code in the text box 

PIN Code* 

600000 


Figure 24 Enter Pin code 

5. Enter the address as given in the selected Identification document 



Door/Flat No.* 



Figure 25 Address details 

3.6 Document Writer Registration Details 


In case the person is registering as a document writer, additional details pertaining to his or her 
Business Address, Document Writer Registration details along License type and number will be 
capture 



Figure 26 Document Writer 

1. Select user Type as Document Writer and fill in the other fields as explained in sections 3.1 up to 3.5. 
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2. Additional information pertaining to business address of the Document writer be entered 

Business Address 




Figure 27 Business Address 

3. The Document Writer has to provide his or her registration details with the department i.e. 
registration district registered with and the Sub Registrar Office attached to. Also needs to provide the 
License type and License no. 


Other Details 


Registration District* 


Chennai Central 

▼ 

Sub Registrar Office* 

Periamet 

▼ 

Zone * 


Chennai 

▼ 


Licence Type* 


A 

▼ 

Licence No.* 


Licence No. 



Figure 28 DW details 

3.7 Other details 

1. User needs to enter the correct code in the text box(Captcha code)as in the picture 

Other Details 
Type the code shown 

■=> 


6N6AX, . 

6NGAX 
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Figure 29 Captcha Code 


2. On entering the correct "Captcha code" the user can click on "Complete Registration". 

3. In case the user does not want to complete the registration, user can chose to click "Reset" 


Complete Registration I Reset 


Figure 30 Complete registration 


4. User Registration created successfully 


Now using the "Sign in" option, citizen can use the Portal 



Thjpfc. you “:r 

vsw KfOrfir ruw wen iftmv vntrti-'uv can w yo* 


ion li 



Figure 31 User Registration confirmation 
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